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COPT 


It January 195 U 


MEMORANDUM FOR* 


SUBJECT* 


d eputy director/puns 

DEPUTY DI RECTOR/E NTELIIQENCE 
DEPUTY DI RE CTOR/ADJINI STRATI OfJ 
ASSISTANT DI RECTOR/CCULTJNI GATT ON 
DIRECTOR OF TRAINING 

Hunan Resources Program 


a eon^rterf h ^fJ«2 P I eS ? ed 10 ^ ®Y active interest in 

toprov* the quality of supervision throughout 

of ~ ® December, a representative group 

a L th ? A E6ucy— Including the Acting DD/A, the 
hief of Operations and the Staff Chiefs in DD/P, the I n f_ 

Z3S2£2?*&,i2r t iw st * rf pSia £ l£s£r 

Program ^ Sted *“ **“ ^^ 4lour ln l t , 1al ^ >haa9 the Human Resources 

1543 ®trong endorsement* It Is a valuable 
IL™ S® 11 ®** 1 Agency-wide endeavor to Improve 
all senior ofii 23 i ***■*? J* extr * m ® ly important at this time^that 

10 ^ Ifclman Resour ce» Program to 

°T Mta - I- »™ k»5£2* 

$2 
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CONFIDENTIAL 


25X1 A9A 


5* For those who oan profit most by particioatlne in a iw, 
JE'T’?* coun» «rganl»d for top poSomS! Sol 

ttoi^o Agsnojr, the Mroctor of Trcining Is scheduling ££ 
presentation of the l»£-hour initial phase of the Program each month 
until all senior officials win have had an opportunity to attend 

such meetings . The course will be conducted by Mr, I 1 

the Management Training Division, OTR, It 1 is thflt 1 

senior officials who do not attend meetings organized on an Ai m nn u - 

is scheduled within their respective organizational components. 

r ., It 18 P 3 f nned eventually to indude in the Human Resources 

rogram everyone in the Agency who supervises anyone else. 

for aLiri SST! of the January Human Resources Program 

® enlor officials from across the Agency will reach you wi things* 

arrang ® m * nt8 ** mad9 through the appropriate 
° fflcera for whatever further inforoationmaybe 

aT^r^L^I 0rtmitlB3 f ° r youp senlor pajfaonnel to attend 
a US-hour Human Resources course as soon as possible. 


SIGNED 


C. P. CABELL 
Lieutenant General, USAF 
Deputy Director 


25X1A9A 


Dis tribu t ion * 

One copy to each addressee 
1 — DDCI Chrono 
1 - Ease, Reg, 


- 2 - 
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HDMAN KBSOPRCES PROGRAM 


rnhrflri^ Sj? m ro f r f n 1-8 130811 dBval °P° d W the Management Training 
Division, Office of Training, as a basic supervisory training program to 

assist monbers of the organisation with management rasponsibilities to make 
the best and fullest use of the individuals under their supervision* 

This program consists of four one hour group meetings for each particular 

f lper r 1 ! 6 i With Preferably not more than eighteen in a group, a 
one-half hour interview with each supervisor, and a follow-up one hour 1 
meeting approximately every eight weeks in the future. ' 

th ? t \ thQ Human ^sources Program be instituted Office by 

te i S 9 rMWu2d l8t Aif dTOrag8 0f + , th8 departmental staff of the organization 

raaotia SS are conducted by a member of the staff 
Vision but the program is intended to become 
it^iTa^tabSshed^ 9 nomal operations of each organisational unit in which 


n °« b ® < T 3 » ne8d ^ “y Office of the organization until 
an appreciation meeting of approximately one hour has been hold with the 
top policy staff of that Office, It is essential that this program have 

endorsement of the Office Head and hiTStaff 
before it is instituted in ary Office of the organization. 


Organiza tion of the Human Resources Program 
Group Meeting #1 Management in the Federal Service 

Objectives, incentives, and measuring sticks in Government 

foreign ^faire agencies, substantive vs. administrative functions 
fma organization. 


Management* getting work done through people 
the development of people 

supervisory, administrative, and executive functions. 


Discussion of management problems from the experience of the group 
Five functions of management 
Five key principles of management 

Assignments for it hr. conferences and for next group meeting. 
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Individual Conferences § hr Q x the number of suparrisors 

A one-half hour Individual conference with each supervisor is scheduled 
after the first group meeting o In preparation for this conference, the 
supervisor usually notes on a 3*5 card for each individual under his 
immediate supervision the following information: length of time in the 
organization, length of tine in the unit, demonstrated strengths of 
this employee, apparent weaknesses of this employee, action taken by 
the supervisor during the past twelve months to assist this employee 
to achieve greater efficiency. 

Group Meeting #2 Management Principles and Problems 1 hr. 

Management problems noted to date 
Five functions of management in review 

Five key principles of management and their application here 
The effective manager in Government 
Assignment for the next meeting. 

Group Meeting #3 Developing a Strong Team 1 hr. 

Under what conditions do people do their best? How do we get the 
best out of people? 

Discussion of the meaning of democratic administration 
Judging the effectiveness of management 
Assignment for the next meeting,, 

Group Meeting #h An Action Program 1 hr. 

Review 

Concrete suggestions for improving management in the organization 
Flan for the first follow-up meeting. 

This compact program is designed to focus attention upon the human relations 
factors that are basic in effective management, and to serve as the foundation 
for other supervisory training programs that may be developed to meet 
specific needs. 


k January 5U 


END 
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